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If the document has been saved
previously, select Save from the File

menu by clicking on the word File, it
(Fam )

W S an Weh Pogn..
By saerch...

moving the pointer down to the word
Save, and clicking once on Save. This
saves the document immediately

Saving

If it has not been saved previously, select
Save As from the File menu and the Save

As window will appear.
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The Save As window will allow you to choose where to save the document and give it a name.

Save As EHE
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Save in: | j My Documents

* Tools =

. _I My eBooks

i _I My Pickures

__| My Webs
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the list.
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File name: |resume|

Save as bype: |Wnrd Document

ENEN

H Save
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Enter a name for the

¥ document in the File name
box. (The default name for a
Word document will be the
first line of text on the page.)
The default nameis
highlighted so to change the
name, just begin typing.

The Save I n window shows in
which folder the document
will be saved. The default
will be My Documents.

To change to another location,
click the down pointing arrow
and select the location from

Cancel C_:I i_ck the Save button to
finish.
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Click the Cancel button to

exit without saving.
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Opening
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Select Open from the File menu by clicking S T

on the world File in the menu bar and when [) e me Bt e ABOE =@ E
T e e s ([ElEEE s

the menu opens, moving the pointer over the oy
word Open and clicking once. E e aws [
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The Open window will appear to allow you to choose the document to be opened.

0 .
— - <L The Look in box shows where
S = oot Z e @@ X S k- the computer is looking to

My eBaoks find thefile.
My Pickures
Ty \Webs
The Learning Company
ietter To change to another location,

click the down pointing arrow
and select the document’s
location from the list.

— To open thefile either select it
and click the Open button or
Favarites / double click on its name in the
list.
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Printing
Select Print from the File menu to open the print window and the Print window will appear to allow you to
choose different options for printing the document.

Print 2] The name of the printer is displayed

Piker in the Name drop down list.
Marne: g ) - Properties

Choose the Number of copies to be

akakus: Idle . . .
Type: HP LaserJet 4100 PCL & printed by either typing in the
Where: HPLaser Jet41005eries [ Print ko file number or using the arrow keysto
FE— /" select the number.
Page range =\ Copies
; Al : szher of copies: 1 T Choose pages to be printed. Select
~ Emnt age ~ - = All to print all of the pages. Select

= Current page to print only the page
C Pages: | v Collate where the insertion point is currently
Enter pane numbers andfor page ranges located. Select All to print all pages

in the document. Select Current

separated by commas, For example, 1,3,5-12./
Page to print only the page you are

oc currently working on. Select Pages
Print what: ‘DDELIITlEI‘lt j Pages per sheet: | page = to print OnIy selected pages.
Print: ‘.ﬁ.ll pages in range j Scale to paper size: | Mo Scaling - ] )
L— Click the OK button to begin

I—A_I/ rinting.
Cpkions. . 0, Cancel ‘_L P g

™~ Click the Cancel button to exit
without printing.

The Options and Properties buttons below show more advanced choices for changing the way the document prints.

Print %% Lab Laser Printer Properties

Print I Firishing IEHectsl Paper | Dest\nat\onl Baslcsl

Printing opti Quick §

I D ¥ Background printing _

actory Defaults

I Up I Print PostScript over text

I Update links I Reverse print order

¥ allows A4fLetter paper resizing
Include with document

I™ Document propertiss I Hidden text 8.5 by 11 inches

™ Field codes ¥ Drawing objects

o Comments

Document Option: Print Quality

Options For current document onky _

™ Print data only for forms 1 3: Pages per Shest " Best Quality

. o it
I | Fririt Fage Borders + Faster Printing
Page (rder € Custam Details
Default tray:  |Use printer settings 'I -
E E Ithht, then Dawn j
™ Econotode (S ave Toner)
(€D ]
Cancal 0k | Carcel Help

Note: Clicking the Print button on the Standard Toolbar prints the document immediately
without showing any of the above windows or giving any options.
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